Policies and procedures for extra time out of school club reviewed October 2025

Risk Management Statement (health and safety)
Officer: Mandy Grosse and Natalie Walton

The owner of Extra Time (Mandy Grosse) is committed to ensuring that the environment
she provides for both her employees and the service users (children, young people &
families) is free from any hazards which have the potential to put children and adults at
risk of harm or injury. This includes any additional risks such as with the covid 19

pandemic.

As an employer Mandy G understands she has a duty to ensure that the working
environment is free from any hazards which may pose a risk to a member of staff as
stated in the Health & Safety at Work Act 1974.

As a service provider to children, young people and their families Mandy knows she has
a duty to abide by Health & Safety Legislation and the requirements of the Statutory
Framework for the Early Years Foundation Stage, even though, within the EYFS, as from
September 2014 there is no requirement to do any written risk assessments, but within a
working environment we as a team feel it is appropriate to review risks on an annual
basis or sooner if required.

All staff, children and visitors have a responsibility for identifying and highlighting any
potential hazards to the Health and Safety Officer Mandy Grosse

Staff must take immediate steps on a daily basis, to put into place any remedial steps
(i.e. removing children from a particular area) needed in order to reduce any potential
risks to staff or children until it has been reported to Management and the Health &
Safety Officer.

In order to fulfil her responsibilities Mandy Grosse will:

e Provide an environment and equipment that is fit for purpose (including hygiene
requirements which will be arranged with EQUAN the company who owns the
building and is in charge of cleaning the schools and providing Hygiene
resources)).

e Ensure that all staff receive the relevant instruction, training and supervision
necessary to use resources and equipment safely.

e Putin place reporting methods to ensure that all staff are aware of how to report
a potential hazard.

e Carry out regular checks of premises and equipment on a sessional basis
(reporting premises defaults to the office, who will report to EQUAN)

e Ensure all staff undertake the Health & Safety five point process to identify,
assess, monitor, report and review any potential hazard within the setting.

e Undertake regular reviews of any areas that need to be checked on a regular
basis and keep detailed records of reviews.(at least annually)

e To carry out a full risk assessment before taking the children off premises.

e Carry out a full risk assessment of any changes in practice informing the
Regulatory body immediately.
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RESPONSIBILITIES

The specific responsibilities as listed below should be read in conjunction with,
and be considered an integral part of, the Health and Safety Policy of extra time

Mandy Grosse has the ultimate responsibility for the implementation of this
Policy. Mandy also has a responsibility to ensure that adequate financial
resources are provided to enable the Company to meet its obligations with
respect to matters of health and safety. Which also means she has to ensure all
of the policies cover any new updates from the government as well are
addressed and adhered to.

Mandy Grosse has a responsibility to ensure that employees under her control,
work in a safe manner and understand their responsibilities contained within the
Safety Policy.

Mandy Grosse has the responsibility to ensure that all of the children, staff and
other service users are fully aware that she has a duty of care to adhere to the

prevent duty, which is encouraging people to understand the risks when talking
and working with people on a daily basis.

In addition, the management and Mandy are responsible for:

(@) carrying out inspections of the environment and equipment, ensuring it is
correctly maintained in accordance with the relevant Code of Practice

(b) Inspecting all areas of which they are responsible, to ensure safe working
procedures are being carried out by employees under their control.

(c) Ensuring new employees are competently trained and are conversant with
the Health & Safety Policy, Codes of Practice and/or Safety Systems at
Work.

(d) Ensuring that existing employees are fully conversant with the Health &
Safety Policy, Codes of Practice and/or Safe Systems of Work applicable
and if necessary, they are suitably re-trained in these respects.

(e) Ensuring all work environments and activities are assessed on a personal
task basis and where deemed necessary.

() Ensuring that records are kept up to date for all the sections (a) to (e)
above.

(g)  Ensuring that all staff work strictly in accordance with Codes of Practice.

(h) Investigating and reporting, or correcting, as appropriate, any hazardous
or potentially hazardous situation reported to them by an employee or
young person or other service users.

(i) Investigating, reporting and recording any accident or incident that might
occur, whether or not an injury result. In any such case they will
immediately report such occurrence to Mandy Grosse and she will inform
Ofsted and health & Safety executive if necessary.
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()] Ensuring staff are given a copy of the Risk Assessment any task they are
asked to carry out off normal work premises

All Staff are responsible to the Company to take reasonable care for their own
health and safety and that of others who may be affected by their actions. They
must also cooperate with the Company as far as it is necessary to enable it to
discharge any statutory duty or requirement placed on it by the Health and Safety
at Work Act 1974.

Employees must work to the principles of this Health & Safety Policy, Codes of
Practice and/or Safe Working Procedures applicable to the work in hand.
Employees should also be aware that it is an offence punishable by law to
interfere with or ‘misuse’ anything provided in the interests of health and safety
according to legal requirements. Employees have a duty to report any
shortcomings, or omissions, perceived in this Health & Safety Policy.

Failure to comply with the Health & Safety requirements and to be found to be
neglecting their responsibilities would be deemed as Gross Misconduct
punishable by instant dismissal.

ARRANGEMENTS

These arrangements are to be read in conjunction with and to be considered part
of the Health and Safety Policy.

Deliberate contravention of any of these arrangements will be considered a break
in the employee’s contracts of work and at the discretion of the management,
may lead to instant dismissal.

1. Fire Precautions Mandy Grosse (owner)

It is the policy of the Company to ensure that suitable arrangements are
made regarding fire prevention and means of escape should a fire start.
All employees are therefore required to read and comply with all notices
etc.

Mandy has the responsibility for ensuring that the following areas are
monitored and evaluated from time to time. However, it is the responsibility
of EQUAN (the owners of the building to facilitate all of the below:

(@) the means of escape in the event of a fire are well defined within
the premises by the display of appropriate signs and notices,



Policies and procedures for extra time out of school club reviewed October 2025

(b)  sufficient firefighting equipment is available within the premises and
that it is inspected by the supplier at least once per year

(c)  suitable and clear fire drill instructions are displayed throughout the
premises

(d)  training and instruction are given to staff in respect of means of
escape, the use of firefighting equipment and the fire drill procedure

(e) either personally or by a delegated member of staff that the
following check is made of the premises when work ceases

° electric equipment not required to operate overnight is switched off
° equipment in use overnight is safe

° fire doors and smoke stop doors are closed

° windows are closed, outside doors are locked and the premises are

secure against intruders

NB: the assembly area in case of a fire at the premises will be that shown on the
fire notices.

2. First Aid — coordinator - Helen Bail nd Natalie Walton

It is the policy of the Company to provide adequate first aid facilities for all its
employees and service users

2.1 First Aid Personnel

The Company’s arrangements allow all staff to be trained in first aid
‘appointed’ persons. This enables everyone to take charge of a situation
requiring first aid treatment. Mandy Grosse will arrange for the appropriate
training, or re-training, of all staff.

2.2  Duties of first aiders
(@)  Administering, where possible, any emergency treatment of
casualties and ensuring an ambulance or doctor is called if the

circumstances warrant

(b) Ensuring proper stocks of first aid items are kept and that the box is
clearly identified and readily and speedily accessible

(c) Ensuring first aid notices are posted in conspicuous positions,
giving the name of the appointed person
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(d) Recording in a treatment record book any incidents requiring first
aid assistance

(e) Informing Mandy Grosse of any reportable accidents/occurrences
as soon as possible, and she can inform Ofsted and any other
professional deemed necessary.

2.3 First Aid when Working away from base

A small travelling first aid kit will be taken out with us, which will contain
everything the leaflet states and will be checked monthly along with the
main first aid kit, to replenish and or renew anything that has been used.
At lease two first aiders will be on duty when we go out on trips or visits.

3. Reporting of Accidents and Dangerous Occurrences

Applicable Legislation:

Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 1995 effective from 15t April 1996.

4. Training

Mandy Grosse will ensure that all staff receive training on health and safety to
assist them in undertaking their work safely and efficiently. External courses on
specific subjects will be utilised along with internal training, as and when
appropriate.

Although Mandy Grosse plays a major role within the Company’s Health and
Safety Policy, each member of staff in a supervisory role is responsible for
ensuring that their subordinates receive appropriate training and induction and
should therefore liaise with mandy regarding training needs.

Mandy Grosse must ensure that all new employees are given information about
the following and that the recipients of the information understand what is
expected of them:

(@)  The Health and Safety at Work Act

(b)  The Company’s policy for health, safety and welfare (this policy)

(c) Fire procedures (including the location and use of extinguishers)
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(d) First aid — names and locations of first aiders and introduction to them,
position of first aid boxes and rules for their use

(e) Procedures for reporting accidents, injuries and property or equipment
damage

(f) Safe systems of work
(9) Welfare — location of kitchens, toilets, showers, and other welfare matters

(h) Emergency Closure (policy) — this is when we have to close for health and
safety issues.

(i) Effects of disaster in local area — Named building we can go to is the
outreach centre on Station Road, 01226 387296

g) Criminal activity — break ins.
(k)  Significant damage to property — explosions, water damage, fire

Contingency for all of the above —

° The person in charge of the session is to assess the situation, what is
happening, which emergency services to call.

Safe guard everyone in our care (including all staff)

Contact the parents when able to

Operate a restricted service

Manage casualties, offering first aid where necessary

Records of training shall be filled in by the person carrying out the training and
will be held by Mandy Grosse, together with any recording of certificates from
off-site courses attended by employees.

Print Name: Mandy Grosse Position: Owner

Date: 15t October 2025 Review Date: October 26

| the undersigned, am signing to say that | have reviewed this policy
with the team, and will adhere to the policy at all times.
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